After completing the Professional Development Activity:

STEP 1: Please fill out the Reimbursement Form on the next page (to be reimbursed by Title II). 
· Insert your answers in place of the RED TEXT
· One teacher per Reimbursement Form (with that teacher’s costs & receipts)

STEP 2: Attach (PDF’s) to your email your receipts and proof of completion of the PD activity (see below).
· Documentation of successful completion (e.g., transcript/grade report; CEU certificate)
· Receipts (Hotel/flight/rental vehicle)
· If using private vehicle: Employee Reimbursement (Travel) Form 2025 (mileage from your home to/from the conference; not from BJA to/from the conference)
· If doing multiple PD’s through Title II, a W9 Form for Greenville County Schools is required.

STEP 3: Await reimbursement-it will be sent to your home address directly from Greenville County Schools.

Expect approximately 4 weeks from the time you submit your reimbursement form.


















Title II Professional Development Reimbursement Form
	PD Activity:

{PD Activity name and website/link to syllabus}
	School Name and Address:
Bob Jones Academy
1700 Wade Hampton Blvd
Greenville, SC 29614
	Administrator Name (please print) and
Signature:
Esther Baker
[image: A close-up of a sign

AI-generated content may be incorrect.]

	Request Date: 
	Date of PDA:    {Dates of PD activity}

	Participant:



{Teacher’s name & home mailing address}
	Itemized Costs:
	Detailed Description of Activity:

	
	{List all costs individually}
	{Item description associated with each cost Include PDF of receipt}

	
	
	

	
	
	

	
	
	

	
	Total: $ {Total costs here}
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